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Troubleshooting and
Correcting Vouchers

Chapter Overview

After vouchers have been entered and saved, several actions
must occur before they can be paid. Vouchers must:

e Pass document tolerance (if for a purchase order)
¢ Be budget-checked

e Be posted

* Be approved at agency level

® Be approved at AOS level

Document tolerance, budget checking, and voucher posting occur
automatically as batch processes every two hours. Users no longer
run these processes individually. A voucher will not be posted until
it has passed document tolerance and budget-checking. The posting
process creates the accounting entries that are posted to the general
ledger when the Journal Generator process runs.

Vouchers are routed for approval when they are saved. Vouchers
are approved at the agency level (the number of approvals depends
upon agency policy) and then at AOS. The ability to approve is
based on the user’s security access.

After a voucher is given final approval at AOS, it is ready to be paid.
Vouchers are paid in the Pay Cycle that runs on their scheduled due
date.

If a voucher fails any of the processing, if it is denied by an
approver, or if the user realizes a mistake has been made, a number
of actions can be taken, depending on the problem and the status of
the voucher. Corrections may require that the voucher be unposted
or closed; a limited number of users have access to the unposting
and closing processes.
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Objectives

By the end of this chapter, you will be able to:

e Verify document tolerance and budget-checking status

Troubleshoot voucher errors

Post vouchers

e Unpost vouchers

Close vouchers

Verifying Document Tolerance and Budget
Checking

The most important tool you have for troubleshooting vouchers is
query SOIAP008. In addition to running this query to verify that
you have entered all voucher information correctly, you need to run
this query periodically throughout the day to find out the budget-
checking and posting status of the vouchers.

The document tolerance and budget-checking processes run
automatically every two hours. If the voucher is a PO voucher, it
must pass document tolerance before it can be budget-checked. Non
PO vouchers do not go through the document tolerance process.
Document tolerance checks line item amounts on the voucher,
receipt, and PO to ensure that any differences are within the lesser of
$500 or 10%. Budget-checking moves the encumbrance to an actual
expenditure and verifies that the budget still has the necessary funds
to pay this voucher (e.g., in cases when the voucher includes freight
and overage charges that were not on the PO).

To find out if vouchers have passed these processes, you need to run the
SOIAP008 query periodically throughout the day.

The Bdgt Ck’d column shows the budget-checking status:

e If the status is valid, the voucher has passed budget-checking.

e If the status is not checked, either the process has not run or the
voucher did not pass document tolerance (if the voucher is a PO
voucher) or the accounting date is in a closed accounting period or
the voucher is in recycle status due to Chartfield errors.
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e If the status is error, the voucher did not pass budget-checking.

If the status is not checked or error, copy the Voucher ID and go to
the Voucher component to look up the voucher. The Summary page
shows the document tolerance and budget-checking statuses. If
there are errors, an exceptions link will be available. Click on that
link to research the problem.

To resolve document tolerance exceptions, work with the
budgeting or purchasing personnel in your agency. Depending

on the situation, your agency may require that a change order be
created to add funds to the purchase order. Work with IDOA and
follow their guidelines for creating change orders. The change order
must then be approved and budget-checked.

A change order is the same as an advice of change.

To resolve budget-checking exceptions, first check the data on

the voucher. Make sure the Chartfield values are correct. If the
Chartfield values are correct and the error is No Budget Exists, work
with your agency’s budget personnel to correct the problem. If
necessary, submit an issue to GMIS requesting that a $0 budget

be established. If the error is Exceeds Budget Tolerance, work with
your agency’s budget personnel to see if the transaction should be
allowed. If so, the analyst should enter budget journals to move
funds to allow the transaction to pass.

If the error is Date not in Bounds, the date on the transaction is not
within the effective dates of the project (this error only occurs for
transactions that charge a project ID). Work with the grant manager
to determine whether the transaction is grant-eligible and whether
the effective dates of the project are correct in ENCOMPASS.

To check document tolerance
and budget-checking status

A. Run the SOIAP008 query.

B. Research vouchers that have budget checking status of not checked
Or error.
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Procedure | Run the SOIAP008 Query to Check Procedure | Research Vouchers
Voucher Statuses
Navigation Navigation
C Accounts Payable >> Vouchers >> Verify Pending Vouchers ] C Accounts Payable >> Vouchers >> Add/Update >> Regular Entry ]
Business Unit: (00050 |,
Origin: PYM|Q -
] Document Tolerance Exception
R e e e e e Lok up the voucher, which yo dentife from the SOTAPO0S
uery.
File Download ] q y
Do you want to open or save this file?
E‘Q ’f[:::’ hq'l.\::;osuft Excel worksheet, 36.2 KB
From: gmiswebp0Spw. shared, state.in.us
[ open J[ save ][ _cancel |
e < Actounts Payable =l
‘While files fr the | be useful, files iall vvoucners
@ ?:nﬁ;}glw;lﬂa{[slllrg:‘lxignnlIvuﬂlhésuulcs, oo openiort = Addil) pda’[e Voucher
= RenllakEnl; Ent informati h d click Search. Leave fields hlank for a list of all val
— Quick Invoice Ent nter any information you have and click Search. Leave fields blank for a list of all values.
APSC44 uery SOIAP008 (Verify Pending Vouchers — Complete Register
Query (Verify 9 ) o [ Find an Existing Value (& & Newvalie ),
— Clase Voucher
. — Delete Woucher : i _
Action _Vibilsile Gl Business Unit: = v [o0300 |
1 Enter the Business Unit. — UnPost Voucher Vfoucher ID: begins with |+ |08800591 |
.. . . . [> Maintain
2 Enter the Origin. (You may enter a % wildcard to see all vouchers for a business unit.) b Approve Invoice Number: | begins with |+ || |
3 Click the View Results button. E g:;-]:r:oe;imups Short Vendor Name: | begins with |I ‘
4 Click the Open button. [ Batch Processes Vendor ID: begins with | &
[ Review Accounts Payahle - -
APT37 Irfa Name 1: | hegins with || |
> Repors Vi ; _
; oucher Style: = L2 v
[> High %olurme Payments = | | | I
— Auditor of State Portal Related Voucher: | begins with || |
’ ~ : — Accounts Payable Center i -
The Bdgt Ck’d Coh.1mn shows the budget-checking status. Copy the b Asset Managemoent _ Entry Status: = v | ~|
voucher ID of any items that have a status of error or not checked so b Banking Voucher Source:  |= v | |
that you can look them up. D> VAT and Infrastat N T
y P > Commitment Contral Packing Slip Number.| begins with “ |
b General Ledger I case Sensitive
[> Allocations
[ SCM Integrations
‘ ‘ I Set Up Financials/Supply Search | Clear | Basic Search Save Search Criteria
Al = #& Verify Vouchers Prior to Pymnt Chain -
e —1ed . ‘ . [ . I I Enterprise Cormponents _ o
2 [Scheduled Due |Hold][HC [Bdgt Ck'd? [Voucher Post Status |Wthd Class |[Fund [Account Program |De [> Government Resaurce Find an Existing Value | Add a Mew Value
3 9/26/2007 N GP Not Chk'd U NO 10020 (850100 10000 007001
4| 9262007 N |GP Not Chicd U NO [1o0z0 [50100 " ooon
|5 | 11/6/2007 N |GP Validt P NO f1o020 552300 Toooo  [oo7o01 APSC46 Find an Existing Value tab
5 | 1782007 N [GP Not Chk'd U NO (10020 (540100 "1000
7 10/12/2007 N GP Not Chk'd U NO 10020 '5301 00 "\UUUU 'U'ISUUU
B 10122007 N |GP Not Chicd U NO [to0z0 530100 Tooon fo1s000
T 10/10/2007 N GP Valid P NO ﬁUDZD VEEUSEIEI VWDEIUEI 000TND
[10 | 11422007 N |GP Valid P NO Mos70 T552300 foooo  Toozoot
11 10/10/2007 N GP Valid P NO foo1o (550100
[12 | 101102007 N |GP Valid P NO fMooro 550500
APSC45 Query SOIAP008 (Verify Pending Vouchers)
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The Document Tolerance Exceptions page for the voucher appears.
If there are document tolerance exceptions, an error message Look at the right of the blue and gray bars to make sure you View
appears when you open the voucher. All exception lines.

y Y Invoice Information | Payments ' Waucher Aftributes | Error Summary

Document Tolerance Exceptions

Business Unit: no3oo0 Invoice Date: ngivizooy
Business Unit: 00300 Document Type: ‘oucher ID:  CB300591

Voucher ID: Ca800531 Invoice No: 332389

e Cedlg
Line: 4  Sched: Distrib: 1

Microsoft Internet Explorer

Document Talerance has generated exceptions For this document (7550,14)

Rule ID: E100 Description: Document exceeds predecessor by more than allowable tolerance.

Some of the lines of this document have generated exceptions for exceeding tolerances defined For quantity and amaunts between the Purchase

Ordranc Ve Dews
Predecessor Business Unit: 00300 Defined Tolerance Amount: 500.00 Cloverride
Pred Doc ID: 0008509158 Defined Tolerance Percentage: 10.00
Approval Status: P— Created By: A232854 Pred Line Nbr: 4  Calculated Doc Tol Amt Amount: 505.730
Post Status: — Modified: P—— Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 6.303
' ) : Pred Distin Num: 1 Source Doc Monetary Amt: 7.950
Modified By: A232854
Pred Doc Amt: 5730 Source Doc Converted Amt: 7.950
Document Tolerance Status: i ERS Type: i
Exceptions w NotApplicabls Life-to-Date Liquidated Amt: 7.950 Predecessor GL Base Currency: usD
Budget Status: Mot Chk'd Close Status: Open Transaction Currency: usD
Budget Misc Status: walid s |
*View Related Payment Ingui v| Go
| ¥ Quiry L | B save | LQuReturn to Search | [=] Motify |
Save | L\ Return to Search | [=] motify | % Refresh | B Add | | UpdateDisplay

APSC48 Document Tolerance Exceptions page

Summary | Invoice Information | Payments | Youcher Aftributes | Error Summary

APSC47 Summary page
Action
3 View the exception information.
. ) ) 4 In the rare event that the voucher needs to be paid, even though the document tolerance limit
The budget status of this voucher is Not Chk’d. This voucher has not is exceeded, select the Override checkbox. Few users have access to this function.
been budget checked because it has document tolerance exceptions. 5 Click Save.
APT39
1 Click OK.
2 Click the Exceptions link in the Document Tolerance Status field.
APT38
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Budget-Checking Exception If budget-checking exceptions exist, an error message appears when
you open the voucher.

Look up the voucher, which you identified from the SOIAP008

query. /" Summary " Invoice Information }” Payments ' Woucher Aftribules '} Error Summary
Business Unit: oo0an Imvoice Date: 10/01/2007
Voucher ID: 00000612 Invoice No: ABC
Accounts Payable Lo )
= Wouchers Voucher Style: Regular Invoice Total: 1,100,000  USD
= AddiUpdate Voucher Contract ID: Microsoft Internet Explorer
 Quick Invoice Ent Enter any information you have and click Search. Leave fields blank for a list of all values. Vendor Name: . Budget Checking Errars Exist (18021,91)
Compite Raaista & ‘
- S;S;h:;’te Redister J( Find an Existing Value Y £dd a New value \‘ = Budget checking errors were logged for this document. Please check the budget exception page to view them,
— Close Woucher
— Delete Waucher . . Entry Status:
e o Business Unit: = v
— Update Open ltem ‘DDDSD |Q Match Status: TI0 Watch createa: T2 212007
5 h;aLiJ:t:;Jnsthcher Voucher ID: | begins with v|[00000612 | Approval Status: Approved Created By: DOBE0ST
[ Approve Imvoice Number: I hegins with v H | Post Status: Unposted Modified: 1002242007
g gg::r:‘oaln?sm"ms Short Vendor Name: I begins with v ” | Modified By: DOBEOST
b Bl FraressEs Vendor ID: I hegins with ¥ H IQ Document Tolerance Status: alid ERS Type: Mot Applicable
[ Review Accounts Payable - - Budget Status: Exceptions Close Status: Open
Infa Name 1: | hedins with |+ H I Budaet Misc Stat vaiig
udget Misc Status: ali
[» Reports . — 3 3
[> High Yalume Payments Vouctier Sty | | ‘ ‘ | Hemiitaigisi B T 6o
— Auditar of State Portal Related Voucher: | begins with v || | ew Relate ayment Inguiry V] co
— Accounts Payahle Center . - — | o= | =l | = | o= . |
[> Azset Management _| Entry Status: |‘ "| ’ ‘V| —— ; = e = ——
[> Banking Voucher Source: = b [ APSC50
[ WAT and Intrastat i . I - - | ’ I ummary page
Bl g e ) Packing Slip Number: | begins with ” |
[» General Ledger [case Sensitive
Eg”gmﬁfns ; Step Action
ntegrations .
b Set Up Financials/Supply search |  Clear | pasic earch & gave Search Criteria 1 Click OK.
Chain B 2 Click the Exceptions link in the Budget Status field.
[> Enterprise Components
> Government Resource Find an Existing Yalue | Add a Mew Value
- APT40
APSC49 Find an Existing Value tab
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The Voucher Exceptions page appears in a new window. Look at the
right of the blue and gray bars to make sure you View All exception

lines.
= Commitrment Cantral e ey
[> Define Control Budgets
> Define Budget Security Voucher E i Line Exception
[> Budget Journals ", ) X el
> Post Control Budget i ) -
Journals Business Unit: 00050 Voucher ID: 00000612 5
[> Review Budget Activities —
O
I Close Budget “Exception Type: | EMOr v Override Transaction L] = =
[> Budget Reports .
= Review Budget Check Maximum Rows: More Budgets Exist Atvanced Budget Criteria
Exceptions
> Furchasing and Cost ﬂl
Management
[> Travel and Expenses Budgets with Exceptions
= Accounts Payahle Budget Override Y Budget Chartiislds
Business . " Override
— Voucher Accounting qut— Ledger Group Exception More Detail “Budaet Transfer
Line o : =
B BT O 1 @ 00050 ALLOT Budget Definition not Found More Detail GoTo.. &
[> Revenues 2 @ 00050  ALLOT_CTRL Budget Definition not Found nore Detail GoTo.. B
[ General Ledger i =
— Budet Checking Status | = 3 Q 00050 ALLOT_REY  Budget Definition not Found hore Detail GoTo .. R
— Budnet Exceptions 4 @ 00050  APPROP Budaet Definition not Found More Detail GoTo ... 5
[> General Ledger
[> Allocations 5 @ 00050 APPROP_REV Budget Definition not Found hore Detail GoTo.. &
[> BCM Integrations . . -
[ Set Up FinancialsiSupply f & nooso DETAIL Budget Definition not Found hore Detail GoTo .. A2
Ghain
I Enterprise Campanents B Save | ELReturn to Search | [=] nactify |
[> Government Resource
8 Directory “oucher Exceptions | Line Exceptions
APSC51 Voucher Exceptions page

The Line Exceptions page shows the lines with budget exceptions.
Look at the right of the blue and gray bars to make sure you View
All exception lines.

Youcher Exceptions Y Line Exceptions \

Business Unit: 00050 Voucher ID: 00000612 &

*Line Status: Override Transaction 0 7
Maximum Rows: More Lines Exist
Line From: |:|Q Line Thru: l:lq

Search |

Transaction Lines with Budget
Xceptions
Line Values Y Line Chartfields % Line Amourt Y [F=0)

ysil

First 21 0f 1 LBl Last

Line Distribution Line Budget Date GL Business Unit
&, 11 11/0452004 onnan
APSC52 Line Exceptions page
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Step Action
3 Click the magnifying glass to drill down into the error.
APT41

Exception Details

Transaction Type: Woucher

Voucher ID: 00000612

Voucher Line Distribution Line
1 1

get Exception Details and the Budget ltems

Business Exception Budget
o . 4 p q 1ot .
Type Unit Ledger Group Fund Account  Program Bud Ref Class o= ivtion Guncrliia
1Emor 00050 ALLOT 10470 540100 10000 2005 0 ErlgarDGnAion Aot
2Eror 00050 ALLOT_CTRL 10470 540100 10000 2005 0 E;‘SE? Definition not
3Emor 00050 ALLOT_REV 10470 540100 10000 2005 0 E;‘SE? Ciesiation ut
4Emor 00050 APPROP 10470 540100 10000 2005 0 e
§Emor 00050 APPROP_REV 10470 640100 10000 2004 0 ESSE? Definition not
§Emor 00050 DETALL 10470 540100 10000 2005 0 pudaetDefnfion not
oK |
APSC53 Exception Details page

4 Click the Combine Columns icon.
5 Identify the lines with a status of Error and view the Exception Description.
6 Verify the data entered on the voucher, especially the Chartfield values. Work with the budget

personnel in your agency to resolve the errors.

APT42
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d Accessing Vouchers Denied for Approval

When a voucher is denied, the voucher is routed to the Worklist of
the user who entered the voucher. The denier must give the paper
invoice back to the originator and communicate the reasons for
denial (outside the system—either by email or by writing the reason
on the SOIAP0008 query or some other process). The user accesses
the voucher and takes the appropriate action.

Procedure | Review Denied Voucher

Denied vouchers are routed back to the originator’s Worklist.

'@ SENCOUERGS

1> Billing

> Accounts Receivable

I Accounts Payable

> eSettiements

- Asset Management

> IT Asset Management

- Banking

- Cash Management

> Deal Management

1> Risk Management

- Financial Gateway

> VAT and Infrastat

I Excise and Sales TaxVAT
IND

> Commitment Control

[ General Ledger

> Allocations.

I Statutory Reports

- SCM Integrations

I> Set Up Financials/Supply
Chain

[ Enterprise Companents

> Government Resource
Directory

> Background Processes

[~ Worklist

— Waorklist Details
— Navigator

Worklist for APAPPROVER1: AP Manager
Detail View WorklistFiters: ¥
From Date From Work ltem for Activit Priority
Route for
:
TRAINER1 1141212007 Additional APPROVE_VOUCHERS [ e e L
Apnrovals AP
Routs for
£
TRAINER1 1111212007 Aggitional APPROVE_VOUCHERS R ————
Approvals 1lerad
Route for
TRAINER1 1141212007 Agditional APPROVE_VOUCHERS eI T,
Approvals Nared 1
AOS Agency  High Volume payment Approval [ 112547 00050 092020070055 &
AP User 10702007 pprover Activity ¥ husc
ptivped [ %) oonsn. oooononi23
AP Manager 10312007 JoF L S0I_VOUCHER_APPR_1 v 1
AP Manager 110312007 Notify Load S01_VOUCHER_APPR_1 %] 00050, 0000000127
Approver & = =
AP Manager 110312007 NOWYLOAD g0 youcHER_APPR_1 [ ] 80050, 0000000130 Reassigr
Approver - APPR_

APSC54

ENCOMPASS home page

Step

Action
Click the Worklist link.

Click on the voucher you want to review.

ENTAP Training
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Possible Voucher Errors and
Steps to Correct Them

After a voucher has been approved at the AOS level, it is ready for
posting and payment. Posting creates the accounting entries for the
voucher. When Journal Generator is run, these accounting entries
are used to create journal entries for the general ledger. Posting is
run automatically every two hours. Most users will not have access
to post and unpost vouchers or to close them.

To troubleshoot and correct vouchers, however, users need to
understand the various stages of a voucher (and its payments),
because different actions are taken depending on the status.

The following tables describe some common errors and the methods
for correcting them. The steps for closing and unposting vouchers
are explained later in this chapter.

SCENARIO: Voucher is entered in error (such as a duplicate)

Perform...

e Posted
e Not selected for
payment

¢ Void voucher
CLOSE voucher e Reverse accounting
entries

¢ Not posted Wait until voucher is e Void voucher
¢ Not selected for posted, then CLOSE e Reverse accounting
payment voucher entries
APT44

If voucher is...

SCENARIO: Voucher is created from incorrect PO receipt

Perform...

e Posted
e Not selected for
payment

¢ Not posted
¢ Not selected for
payment

¢ Void voucher
CLOSE voucher e Reverse accounting
entries

Wait until voucher is ¢ Void voucher
posted, then CLOSE e Reverse accounting
voucher entries

If agency cannot

° Po.sted resolve issue, contact
e Paid AOS
APT45

Exclusively for use by the State of Indiana
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SCENARIO: Voucher has wrong amount SCENARIO: Bank, account, handling code, or remit to information
needs to be changed

If voucher is... Perform...

Voucher will go back If voucher is... Perform...

e Posted R through approval

« Unpaid UNPOST voucher Correct amount process and be budget- Make chan Eorl;ecntkbandk code If voucher has been
checked and re-posted. e Posted or unposted ake changes. anicode approved (at any level),

« Unpaid Do not need to unpost e Bank z_account it will go back through
voucher. e Handling code aporoval process
If voucher has been * Remit to address PP P .

¢ Not selected for Correct amount it will go back through Contact AOS t
payment approval process and c:r?c:Icpayme:t and
be budget-checked. * Paid determine whether it
APT46 needs to be reissued.
SCENARIO: Chartfield value or values are entered incorrectly APT48

If voucher is... Perform...
Voucher will go back

* Posted UNPOST voucher o Correct Chartfield through approval SCENARIO: Incorrect payment was made to vendor

e Unpaid process and be budget-

checked and re-posted. (wrong amount)

- ] fvoucheris.. et

If voucher has been

Contact vendor to

¢ Not posted approved (at any level), e Posted resolve. If you are
¢ Not selected for Correct Chartfield it will go back through e Paid unsure how to resolve
payment approval process and contact AOS. !

be budget-checked.

] aPras

e Posted Enter JOURNAL e Correct Chartfield Journal vouchers are
e Paid voucher zero-amount vouchers.
APT47
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d Posting Vouchers

Vouchers are automatically posted in a batch process that runs every
two hours. Most users will not be able to post vouchers individually.
However, a few users will have access to post vouchers from the
Voucher component.

Once a voucher is posted, you cannot change certain fields that have
an impact on accounting entries. Depending on your security access,
these fields can be changed after a voucher is posted: Comments,
Pay Terms, and some fields on the Payments page (if the voucher
has not yet been paid).

If the voucher has not been paid and you need to correct fields
other than the ones listed above, you can unpost vouchers to fix the
entries. See the topic Unposting Vouchers in this chapter.

Accounts Payable >> Vouchers >> Add/Update >> Regular Entry ]

If document tolerance and budget checking have not run, they will
run when you run voucher posting.

[ Bummary ;‘ Invoice Information Y Paymenis Y Voucher Attributes Y Error Summary \

Business Unit: 00050 Invoice Number: IJHS?B? |
Voucher ID: 10000742 Invoice Date: 10/26/2007 |34

Voucher Style  Regular Action:
Copy from a Source Document Budget Checking

PO Unit: l:] Purchase Order: CopyfYoucher Post

py Option:

vendor:  [oooDODSS08 Q) ‘Pay Terms: |
Name: @l Q Control Group: : Q Comments
Location: [oonona | @ Accounting Date: | 102812007 |5
‘Address: [ 1| agvanced VendorSearch  *Currency: [usola, Non Merchandise Summary
IKON OFFICE SOLUTIONS ING Hofok Caloulale | withholding
Difference 0.000

ORDER ONLYICHRIS JOHNSON
7330 WOODLAND DRIVE

INDIANAPOLIS, [N 45278-1736 Packing Slip: I |
E Line Received Date ‘Distribute w tem Descriplion Qllalltny UomMm Unit Price Extended Amount

1[10/222007 | [Amount v | |@, [waterbinocT2007 || [ la] | | 45.000|
Ship To SpeedChart

O\ ‘:Q [[Juse One Asset ID Calculate I

APSC55 Invoice Information page
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Action
1 In the Action field, select Voucher Post. (Note: The voucher must be saved before any options
are available in the Action field.)
2 Click the Run button.
3 Click Yes to wait on the process to run or No to continue working while the process is running.
APT50

After posting runs, the Summary page shows the Post Status as
Posted. Note that the Document Tolerance and Budget Statuses are
Valid.

[ Summary {_Invoice Information Y Payments Y Voucher Atiributes Y Error Summary |

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry Status: Postable Origin: Pl
Match Status: Mo Match Created: 10292007
Approval Status: Approved Created By: R203959
Post Status: Posted Maodified: 10/28/2007
Modified By: R209939
Document Tolerance Status:  “salid ERS Type: Mot Applicable
Budget Status: Walid Close Status: Qpen
Budget Misc Status: Walid
“View Related IF'a\fment Inguiry v| Go
F save | S Return to Search I [=] motity | % Refresh Ek 2o |

0onsn Invoice Date: T0f2852007
00000742 Invoice No: JHBTET

Regular Invoice Total: 45.000 sD
[KOK OFFICE SOLUTIONS M Pay Terms: Upon Rec
ORDER ONLYICHRIS JOHMSOR Voucher Source: Qnline

INDIAMNAPOLIS, IN 46278-17 36

Summary | Invoice Information | Payments | VYoucher Aftributes | Error Surmmary

APSC56

Exclusively for use by the State of Indiana
Issue Date: 01/18/2008

Summary page

ENTAP Training



ENCOMPASS

| Accounts Payable

¢ Viewing Voucher Accounting Entries

After the posting process has run, you can view the accounting
entries for the vouchers.

C Navigation

Accounts Payable > >Review Accounts Payable Info >> Vouchers >> Accounting Entries ]

Voucher Accounting Entries

*Business Unit: (00050 |&  voucherD:  |00000587 | QU nvoice Number: [JAHD387 Q

*Accounting Line View Option: | S1andard

[CIshow Foreign Currency Search Reset |

Invoice Date:  10/17/2007 Vendor ID: 0000000012 Vendor Name:  3n COMPANY

Accounting Information

First =11 of 2 [} Last

Posting Process: AP Accrual GL Dist Status: Distributed

First =1 1-2 of 2

2| Last
Main Information Chartfields Journal I==11
Description Monetary Amount Currency Code Ledger GL Unit
Accounts Payable -1.000 USD ACTUALS 00os0
CHALK BOX 1.000 USD ACTUALS 00050

Return ta Youchers

APSC57 Voucher Accounting Entries

Action
1 Enter information in any of the search fields.
2 Click Search.
3 Click the Expand All icon to view Chartfields and Journal information.
APT51

ENTAP Training
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Unposting Vouchers

Once a voucher is posted, critical fields are no longer editable (such
as Gross Amount and Chartfield values). This is an important
control feature. Sometimes, however, an error is detected after
posting that requires that a change be made to that critical
information. To re-edit the field, the voucher must first be unposted.

Unposting a voucher instructs the system to create adjusting
entries that undo the effects of the posting. Unposting happens
immediately when you save the Unpost Voucher page.

If a payment has been made for a voucher, do not unpost the
voucher. If Chartfield changes need to be made, enter a journal
voucher. If for some reason the voucher must be unposted, you must
first cancel the payment before unposting the voucher.

There are two scenarios when you need to unpost a voucher:

Wrong Invoice Amount

1. Unpost voucher.
2. Update or refresh the following fields:
e Total (gross amount)
¢ Extended amount (invoice lines)
e Amount (distribution lines)
* Gross Amount (Payments page)
3. Click Save (budget status reverts to Not Chk’d).
4. Wait for batch budget-checking and posting to run.

Wrong Chartfield Value or Values

1. Unpost voucher.

2. Update appropriate Chartfields.

3. Click Save (budget status reverts to Not Chk’d).

4. Wait for batch budget-checking and posting to run.
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Accounts Payable >> Vouchers >> Add/Update >> UnPost Voucher

Navigation j

Voucher UnPost
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value %

Business Unit: [= ¥ [booso €}
Voucher ID: [begins with v |[oooooa3 |
Invoice Number: [ begins with ||| |

Short Vendor Name: | begins with ||| |

Vendor ID: [ begins with v || |Q
Name 1: begins with |+ |
Voucher Style: [= M v]

[[Icase Sensitive

Search I Clear | Basic Search B Save Search Criteria

Search Results
il First [q] 17 of 7 [3] Las Action

ENCOMPASS | Accounts Payable

|/ UnPost Voucher (" Voucher Defails

Business Unit: 00050 Voucher: 00000639

Vendor ID: 0000000012 30 COMPAMNY
ShortName: IMCOMPANY-001

Voucher Information

Invoice: 20203 origin:  PYh
Date: 1002312007 Group:
Gross Amount: 1,000,000 USD
Update Voucher Reversal Accounting Date
(® Business Unit Default
*Accounting Date: |1 0/23/2007 Ouse Current Date

Quse Specific Date  Accounting Date: :I

Unpost |

ELReturn to Search I 1[8 Previous in List I +[E] Mext in List | [=] natify |

UnPost Voucher | Voucher Details

APSC59 UnPost Voucher page

5 Verify the Accounting Date is correct. It defaults to the current date.
6 Click the Unpost button.
7

When you receive the warning message, click OK to continue.

The voucher is unposted immediately.

|/ UnPost Voucher '\ ¥oucher Details |

Business Unit: 00050 Voucher: 00000639

Vendor ID: 0000000012 3M COMPANY
ShortName: IMCOMPANY-001

Voucher Information

Invoice: 20203 Origin: ~ PYM
Date: 1042372007 Group:
Gross Amount: 1,000.000

Microsoft Internet Explorer

UpdatelVolctical ': Youcher 00000639 for business unit 00050 has been unposted. (7030,89)

*Accounting Date: This Yaucher has been unpasted.

e sty

ELReturn to Search | +[E Previous in List | +[E] Mext in List I [=] matity |

UnPaostVoucher | Youcher Details

APSC60 Confirmation Message

Business UnitVoucher ID Invoice Number Invoice Date Short Vendor Name Vendor ID  Name 1 Voucher Style 4 View the Voucher Details page, if necessary.
00050 00000639 20203 1002302007 IMCOMPANY-001 0000000012 3k COMPANY Reqular
0o0s0 00000637 S85668hjky 10i23i2007 3MCOMPANY-001 0000000012 34 COMPANY Regqular
00050 00000634 cski004 10i23i2007 PRINTERSSU-001 0000000046 PRINTERS SUPPLY OF IND INC Redgular
00050 00000633 LMLZndtest 10/23/12007 PRINTERSSU-001 0000000046 PRINTERS SUPPLY OF IND INC Regular
00000632 casl2312412 10J23i2007 PRINTERSSU-001 0000000046 PRINTERS SUPPLY OF IND INC Redular
oooso 00000631 JEM TEST MULTIPLE [NV 1002302007 3MCOMPANY-001 0000000012 30 COMPAMNY Reqgular
0oos0 00000630 csk0OO03 10i23i2007 PRINTERSSL-001 0000000046 PRINTERS SUPPLY OF IND INC Reqular
APT53
APSC58 Find an Existing Value Tab
Action
1 Enter information in any of the search fields.
2 Click Search.
3 Select the voucher you want to unpost.
APT52
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¢ Closing Vouchers

You close vouchers when you want the remaining liability to be
written off the vendor balance and the voucher to be considered
complete. When you close a voucher, accounting entries are
reversed.

Navigation
C Accounts Payable >> Vouchers >> Add/Update >> Close Voucher ]

Voucher Close

Enter any information you have and click Search. Leave fields blank for a list of all values.
Reversal vouchers are no longer used.

| Find an Existing Value

Business Unit: B | 00050 Q
To be closed, a voucher must be: Voucher ID: | begins with | HGDUOOTBB

Invoice Number: | begins with :r”

e Posted
Short Vendor Name: | begins with ]

* Not selected for payment Vendor ID: begins with [ H

* Not fully paid Name 1: begins with H
Close Status Indicator: = v | v
[Jcase Sensitive

To close a voucher, you access the voucher close component, pull
up the voucher you want to close, and mark the voucher for close. search |  Ciear
When the posting process runs, the reversing accounting entries
are created. When the budget-checking process runs for a non-PO
voucher that is closed, the process will reverse the expenditure
and add the money back to the budget. For a PO voucher that is

APSC61 Find an Existing Value Tab

closed, the process will reverse the expenditure and recreate the Action
encumbrance. 1 Enter information in any of the search fields
2 Click Search.

When you close a PO voucher, you can choose to restore the
encumbrance if you expect to receive another invoice. You can
choose not to restore the encumbrance if you plan to liquidate the APT54
purchase order.

3 Select the voucher you want to close.
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Procedure | Mark the Voucher for Close
If the voucher is a PO voucher, a message will appear asking if you

You can go to the Voucher Details page to view the details for the want to restore the encumbrance and reopen the voucher, or if you
voucher. On the Close Voucher page, enter the date you want the want to liquidate the voucher liability only.

voucher to be closed, click the Mark Voucher for Closure checkbox,

and save the page. You are closing a PO Voucher. Do you wish to restore Encumbrance and reopen (unmatch) the PO? (7030,630)

Mote: This process cannot be Undone.

{ Close Voucher ' Voucher Details | If YES' the encumbrance will be restored, the voucher liability liquidated, and the PO Line/Schedules will be available for further invoicing

only for unreconciled PO's selected.

Owsiness Uni: 00050 Voucher: 00000768 Note that subsequent voucher posfing will automatically unmatch the voucher if your answer is YES.

|

If'No’, only the voucher liability will be liquidated.
Vendor: 0000000012 3M COMPANY Yoo No | e

ShortName:  3MCOMPANY-001

APSC63 PO voucher message
Voucher Information
Invoice: 78398 Origin:  PYM Header Budget Status: Valid .
Date: 1112012007 Group: Non-Prorated Budget Status:  Valid Step Action
Gross Amount 900.000 USD Entry Status: Postable 7 If you want to restore the encumbrance and reopen the PO, click Yes.
Related Close Status: Open 8 If you want to close the voucher liability only, click No.
Voucher
APTS6
Manual Close Date: | 11/21/2007 Mark Voucher for Closure

If you click Yes to restore the encumbrance and reopen the PO, the
system asks you to select the PO you want to reopen.

& save .Q\RmrntoSemnI EINotifyl

Nefaite PO Associated with the Voucher

Close Voucher page

Business Unit: 00050 Voucher: 00000768

Miselect Al Dlpeseted Al

In the Manual Close Date field, accept the current system date or enter a date so that the
closing/reversing entries occur within the correct accounting period.

Select the Mark Voucher for Closure checkbox so the system will pick up the voucher in the Restore -
next posting run for this business unit. The posting process creates the accounting entries to Encumbrance POUmt PO No. slatus
relieve the liability. _ . -
. . 1 00050 0008500016 D 0
If the voucher is a non-PO voucher, click Save.
APT55 APSC64 PO Associated with the Voucher
Step Action
9 Select the Restore Encumbrance checkbox for the PO you want to reopen.
10 Click OK.
APT57
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Close Voucher

Business Unit: 00050 Voucher: 00000768
Vendor

Vendor: 0000000012 3M COMPANY
ShortName:  3MCOMPANY-001

Voucher Information

Invoice: 78308 Origim:  PYM Header Budget Status: Valid
Date: 11/20/2007 Group: Non-Prorated Budget Status:  Valid
Gross Amount: 900.000 USD Entry Status: Postable
Related Close Status: Open

Process Manual Close

Manual Close Date: | 11/21/2007 [¥] mark Vioucher for Closure

@ Save | QReturnto Search | (=] oty |

Close Voucher | Youcher Details

APSC65

Close Voucher page

Step Action
11 Click Save.
APT58
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